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SUBCHAPTER C—CONTRACTING METHODS AND CONTRACT
TYPES

PART 313—SMALL PURCHASE AND
OTHER SIMPLIFIED PURCHASE
PROCEDURES

Subpart 313.1—General

Sec.
313.101 Definitions.
313.104 Procedures.
313.105 Small business-small purchase set-

aside.
313.106 Competition and price reasonable-

ness.
313.107 Solicitation and evaluation of

quotations.

Subpart 313.2—Blanket Purchase
Agreements

313.201 General.
313.204 Purchases under Blanket Purchase

Agreements.

Subpart 313.4—Imprest Fund

313.403 Agency responsibilities.

Subpart 313.5—Purchase Orders

313.505 Purchase order and related forms.
313.505–3 Standard Form 44, Purchase

Order—Invoice—Voucher.

AUTHORITY: 5 U.S.C. 301; 40 U.S.C. 486(c).

SOURCE: 49 FR 13977, Apr. 9, 1984, unless
otherwise noted.

Subpart 313.1—General

313.101 Definitions.
‘‘Small purchase procedures’’
(d) Acquisition of architect-engineer

professional services of any dollar
amount.

313.104 Procedures.
(i) Small purchase methods are de-

signed to acquire defined, off-the-shelf,
standard supplies, equipment, or serv-
ices which may be awarded on the basis
of a fixed price quotation. Small pur-
chase methods should not be used to
acquire R & D, complex studies, serv-
ices, and the like (which require
judgmental technical evaluations and
involve negotiations) where the award
cannot be confidently made on the low
price. Where requirements are not suit-

able for accomplishment using small
purchase methods, more formal nego-
tiation methods or sealed bidding
should be used.

(j) Small purchases accomplished in
accordance with this part may not be
awarded on a cost-reimbursement
basis.

(k) Small purchase methods should
be used with great prudence for the ac-
quisition of consultants to avoid the
increased possibility of using consult-
ants in an improper personal services
capacity.

[49 FR 13977, Apr. 9, 1984, as amended at 50
FR 23129, May 31, 1985; 50 FR 38004, Sept. 19,
1985; 53 FR 15563, May 2, 1988]

313.105 Small business-small purchase
set-aside.

(d)(2) The contracting officer shall
consult with the small and disadvan-
taged business utilization specialist
(SADBUS) to determine whether small
business sources are known by the
SADBUS before determining not to
proceed with the small business-small
purchase set-aside. Coordination with
the SADBUS is not required for small
purchases at or below ten percent of
the small purchase limitation.

[57 FR 11689, Apr. 7, 1992]

313.106 Competition and price reason-
ableness.

(a) Purchases not over 10 percent of the
small purchase limitation. Purchases not
exceeding this limit are exempt from
the documentary requirements of FAR
Subpart 6.3 and Subpart 306.3. However,
purchases shall not be made repet-
itively from one source except for rea-
sons which clearly and convincingly
justify other than full and open com-
petition (see FAR Subpart 6.3).

(b) Purchases over 10 percent of the
small purchase limitation.

(4)(i)(D) Women-owned small busi-
ness.

(c) Data to support small purchases
over 10 percent of the small purchase limi-
tation.
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(2) Purchases ranging in excess of 10
percent of the small purchase limita-
tion up to and including the small pur-
chase limitation which are made with-
out full and open competition require
justification as to why competition
was not obtained. The justification,
which may be in the form of a para-
graph or paragraphs in the request for
contract or requisition, must address
the considerations in FAR Subpart 6.3
and Subpart 306.3. The contracting offi-
cer may approve or disapprove the jus-
tification. Award of the contract or
purchase order by the contracting offi-
cer shall constitute approval of the jus-
tification (see 306.304(a)(1)).

[49 FR 13977, Apr. 9, 1984, as amended at 50
FR 23129, May 31, 1985; 50 FR 38004, Sept. 19,
1985; 56 FR 47002, Sept. 17, 1991]

313.107 Solicitation and evaluation of
quotations.

(e) Amendments. (1) If after the
issuance of a request for quotations but
before the closing date of their receipt,
it becomes necessary (i) to make sig-
nificant changes in the quantity, speci-
fications, or delivery schedule, (ii) to
make any change in the closing date,
or (iii) to correct a defect or ambi-
guity, the change shall be accom-
plished by issuance of an amendment
to the request. Requests for quotations
using the Standard Form 18 may be
amended by letter. Oral requests for
quotations may be amended orally.

(2) When it is considered necessary to
issue an amendment to a request for
quotations, the period of time remain-
ing before closing and the need for ex-
tending this period by postponing the
time set for closing must be consid-
ered. Where only a short time remains
before the time set for closing, exten-
sion of time may be made by telegram
or telephone. This notification should
be confirmed in the amendment.

(3) Any information given to one po-
tential quoter concerning a request for
quotations shall be furnished promptly
to all other potential quoters in an
amendment to the request, if the infor-
mation is necessary to potential
quoters in submitting quotations, or if
the lack of the information would be

prejudicial to uninformed potential
quoters.

[49 FR 13977, Apr. 9, 1984, as amended at 49
FR 36110, Sept. 14, 1984; 56 FR 47003, Sept. 17,
1991]

Subpart 313.2—Blanket Purchase
Agreements

313.201 General.

(e) Each blanket purchase arrange-
ment (BPA) shall be documented by
issuance of a contractual instrument
which is appropriately numbered.

313.204 Purchases under Blanket Pur-
chase Agreements.

(e)(5) Delivery documents, invoices,
etc. signed by the Government em-
ployee receiving the item or service,
will be forwarded to the fiscal office or
other paying office as designated by
the OPDIV. Payment will be made on
the basis of the signed document, in-
voice, etc. Contracting offices will en-
sure that established procedures allow-
ing for availability of funds are in ef-
fect prior to placement of orders.

[49 FR 13977, Apr. 9, 1984, as amended at 56
FR 47003, Sept. 17, 1991]

Subpart 313.4—Imprest Fund

313.403 Agency responsibilities.

(a) The amount of each imprest fund
shall be established on the basis of the
estimated monthly payment and the
need for replenishment. A review shall
be made by the responsible official at
least quarterly to insure that the fund
is not in excess of needs, and appro-
priate adjustments are made accord-
ingly.

(c) Requests to establish imprest
funds shall be made to the responsible
fiscal office. At larger activities where
the cashier may not be conveniently
located near the purchasing office, a
Class C Cashier may be installed in the
purchasing office. Documentation of
cash purchases shall be in accordance
with instructions contained in the HHS
Voucher Audit Manual Part 1, Chapter
1–10.
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Subpart 313.5—Purchase Orders
13.505 Purchase order and related

forms.

313.505–3 Standard Form 44, Purchase
Order—Invoice—Voucher.

(d) Since the Standard Form 44 is an
accountable form, a record shall be
maintained of serial numbers of the
form, to whom issued, and date issued.
SF–44’s shall be kept under adequate
lock and key to prevent unauthorized
use. A reservation of funds shall be es-
tablished to cover total anticipated ex-
penditures prior to use of the SF–44.

PART 314—FORMAL ADVERTISING

Subpart 314.2—Solicitation of Bids

Sec.
314.202–7 Facsimile bids.
314.213 Annual submission of representa-

tions and certifications.

Subpart 314.4—Opening of Bids and
Award of Contract

314.404 Rejection of bids.
314.404–1 Cancellation of invitations after

opening.
314.406 Mistakes in bids.
314.406–3 Other mistakes disclosed before

award.
314.406–4 Mistakes after award.
314.407 Award.
314.407–8 Protests against award.

AUTHORITY: 5 U.S.C. 301; 40 U.S.C. 486(c).

Subpart 314.2—Solicitation of Bids

SOURCE: 55 FR 13536, Apr. 11, 1990, unless
otherwise noted.

314.202–7 Facsimile bids.
The principal official responsible for

acquisition (PORA) shall determine
whether to allow the use of facsimile
bids. If the PORA decides to allow the
use of facsimile bids, internal proce-
dures shall be developed, in accordance
with the FAR, to ensure uniform proc-
essing and control.

314.213 Annual submission of rep-
resentations and certifications.

Each principal official responsible for
acquisition (PORA) shall determine
whether to allow the use of the annual
submission of representations and cer-

tifications by bidders. If allowed, the
provisions of FAR 14.213 shall be fol-
lowed.

Subpart 314.4—Opening of Bids
and Award of Contract

314.404 Rejection of bids.

314.404–1 Cancellation of invitations
after opening.

(c) The chief of the contracting office
(CCO) shall make the determination re-
quired by FAR 14.404–1(c).

(e) The CCO shall make the ref-
erenced determination.

[51 FR 44294, Dec. 9, 1986]

314.406 Mistakes in bids.

314.406–3 Other mistakes disclosed be-
fore award.

(e) Authority has been delegated to
the Protest Control Officer, Division of
Acquisition Policy, Office of Acquisi-
tion and Grants Management (OAGM)
to make administrative determina-
tions in connection with mistakes in
bid alleged after opening and before
award. This authority may not be re-
delegated.

(f) Each proposed determination shall
have the concurrence of the Chief,
Business Law Branch, Business and Ad-
ministrative Law Division, Office of
General Counsel.

(g)(3) The data required by FAR
14.406–3(g)(3) shall be marked ‘‘IMME-
DIATE ACTION—MISTAKE IN BID’’
and submitted through acquisition
channels to the Protest Control Offi-
cer, Division of Acquisition Policy, Of-
fice of Acquisition and Grants Manage-
ment (OAGM). The file shall be assem-
bled in an orderly manner and shall in-
clude an index of enclosures. A single
copy of the file is sufficient.

(4) Since examination of evidence is
necessary to determine the proper
course of action to be taken, no action
will be taken on cases referred by tele-
phone or telegraph.

(5) Where the evidence submitted by
the bidder is incomplete or in need of
clarification, the contracting officer
shall document the file to indicate the
effort made to obtain clear and con-
vincing evidence to support the alleged
mistake. Since the burden of providing
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